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You will receive two emails from the Fermilab Service Desk containing: 
1. Your FermiWorks User Name 
2. Your FermiWorks Temporary Password 

 
The link to FermiWorks is:  https://wd5.myworkday.com/fermilab/login.flex 
 
If you have not received this information, please contact the Service Desk at servicedesk@fnal.gov or 630.840.2345. 
 
Getting Started 

1. Log into your FermiWorks account (you will be prompted to change your password and set up security 
questions). 

2. Click on the Green Let’s Get Started Button. 
3. Click on the Onboarding link in the Announcement Section. 

 

 
 

The initial Action items to complete in your FermiWorks Inbox are below.  You must complete each of the items listed 
below for your onboarding to be complete (note some actions are specific to certain employee types as noted).  
Instructions for each item are on the next few pages. 
 

 Name and Personal Information 
 Contact Information 
 Edit Government IDs 
 Review Documents- Online Orientation (Seasonal and OnCall only) 
 Review Documents- Policies (all employees including Seasonal and OnCall) 
 Change Emergency Contacts 
 Education History 
 Review Documents- DOE/FRA Required Forms 

 
These actions are based on your specific situation: 

 Change my Visa and Passports (non-US Citizens) 
 Change Benefits for Life Event (Hold this until you go through orientation) 

 

https://wd5.myworkday.com/fermilab/login.flex
mailto:servicedesk@fnal.gov
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To go back to your inbox items either click on the number of the Ready area  or on the “Go To Inbox” under the 
Progress Percentage. 

 

 
 

Detailed Information for each Onboarding Item is below: 

Name and Personal Information 

1. Verify your legal name displays in the Legal Name section. 

 

 

 

2. All information through the Nationality field is required, Disability and Military are optional. 
 

3. For Race/Ethnicity 

Note on Onboarding Dashboard: This dashboard will guide you through the process with your inbox items, 
Important People to Meet and Helpful Contacts. As you finish your inbox items your dashboard completion 
numbers will update, when you complete your first set of items, more may appear based on your specific 
situation (citizenship, employee type).   

Complete all inbox items that are noted as required before your hire date.  
The benefits step (if you are eligible for medical/dental/life) should be 
completed after New Employee Orientation.   
 

NOTE:  Your legal name must be entered.  For example, if your legal name is Christopher B. Smith, enter 
Christopher B. Smith instead of Chris Smith. 
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a. If you are Hispanic or Latino check the box for Hispanic or Latino, then select the appropriate 
Race/Ethnicity (Hispanic/Latino White Race or Hispanic or Latino)  

b. If you are not Hispanic or Latino, leave the Hispanic or Latino box empty, and under 
Race/Ethnicity select the appropriate option. 

4. Click Submit Then Click Done. 
 
 
 
Contact Information 
 
 
 
 
1. Click Add to complete all of the Primary Contact Information areas for Address, Phone, Email.  Additional 

contact information is voluntary. 
2. Click Submit then Click Done. 
 
Edit Government IDs  

1. Enter your social security number in the Add/Edit ID field if you do not yet have a Social Security number leave 
this blank until you receive your number (non-US Citizens only). 

 

Review Documents (Seasonal and OnCall only) 

Review the online orientation and click the Agree box, Then Click Sumbit 

NOTE:  A local address is required for during your employment at the Lab.  Address Line 1 has a 25 Character 
Maximum. Please do not enter anything in Address Line 2. 
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Review Documents-Policies (all employees must be completed before your hire date) 

For the Following Policies, review the policies and click in the acknowledgement box that you have reviewed them 
1. Anti-Harassment Policy 
2. Fermilab Policy on Computing 
3. Drug and Alcohol Abuse Policy 
4. Notice of Privacy Practices 
5. Traffic Safety Policy 

 
The following policies must be reviewed but are optional to complete the forms.  Please acknowledge for each that 
you have reviewed them. 
1. Voluntary Self-Identification Disability 
2. Post Offer Invitation to Self-Identify Veteran Status 

Click Submit then Click Done.  

 
Change Emergency Contacts 

1. Please enter at least one emergency contact, your relationship and at least one piece of contact information. 
2. Two Emergency contacts are preferred. Click Add Under Alternate Emergency Contacts to add additional 

contacts. 
Click Submit then Click Done. 

 
Click on the workday Icon at the top of the page, then on the onboarding link to see if you have additional inbox items 
(non-US Citizens should have a Change my Visa/Passports Step). 
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Change My Passports and Visas (non- US Citizens Only) 
 

1. Click on the green Change My Passports and Visas button 
2. Enter applicable passport and Visa information 
3. Click Submit, Click Done 
4. Click SUBMIT AGAIN to finalize your Passport and Visa Information, Click Done. 
 
Review Documents- DOE/FRA Required Forms (all employees must complete within 1 week of starting) 

The following are required for all employees to complete. 

1. Intellectual Property- You must read the document, then download by clicking on the down arrow, then print 
the document by clicking on the printer icon and sign the document.  Electronic signatures are not accepted.  
Once signed scan and upload the document and attach it, then click on the acknowledgement box.  
 

2. Outside Employment or Association-  Read the two questions below, if you answer yes to either of the questions 
print the form and complete it, then route it according to the form for approvals.  If you answer NO to both 
questions, simply check the acknowledgement box. 

a. Are you engaged in outside employment, consulting, or volunteering for an organization with a mission 
that overlaps with Fermilab’s or DOE’s mission, or in a position of trust with an outside association or 
entity? 

b. Are you personally receiving, or do you expect to receive compensation from a foreign-government run 
or funded program? 
 

3. FRA Disclosure Form- Read the form. If you answer YES to one or more of the questions, complete the form, 
print and sign it, scan and upload it, then attach it.  Then check the acknowledgement box. 

 
Complete To Do Education History 
1. Click Add Education. 
2. Enter your name in the Person field, Click Ok. 
3. Complete all applicable information. 
4. Click Add to enter additional degrees if appropriate. 
5. Click Submit Then Click Done. 
6. CLICK SUBMIT AGAIN to finalize your Education History. 

 
 
 Change Benefits for Life Event 
For medical/dental/life benefit eligible employees (Regular and Fixed Term) your last inbox item should be your Benefit 
Elections which we advise you wait until after new employee orientation. 
 



 Version 4: 7/17/20 

 
Complete Initial Onboarding Actions 

 

Page 6 of 6 

 

 
 
 
Seasonal/On Calls- your benefits item is the Employee Assistance Program. Read the information, acknowledge and 
submit this item before your first day. 

 


